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What Will | Learn?

HRPA-Personnel Administration
version 3.0

As an experienced PA user, you will
be able to:

Process new hires using the Fast
Entry Transaction (PA42)
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Why Was This Developed?

To simplify and expedite the hiring
process.
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What’s New?

The Fast Entry Hiring Action combines several
gEK?;‘ékm“t important infotypes into ONE

Actions - ITO000

Personal Data - IT0002
Organizational Assignment - IT0O001
Addresses (Permanent Res)- IT0O006
Additional Personal Data - IT0O077
Residence Status- IT0094

Planned Working Time - ITO007
Bank Details- ITO009

Residence Tax Area - IT0207

Work Tax Area - 0208
Unemployment State - 0209
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Reduces key strokes by more than 50%
o Creates many infotypes in the background

COMPLETE ONLY FOUR (4) SCREENS

New Hire Fast Entry Screen

Basic Pay- IT0O008

Withholding Info W4/W5 (AR) - IT0210
Withholding Info W4/W5 (FED)- IT0210
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Here,s What It Looks Like. version 3.0
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Before You Begin

o CHECK for previous state employment.

o CONTACT OPM/State Payroll Systems to REQUEST
a search of all participating AASIS agencies for
previous employment.

o VERIFY the employee’s social security number,
permanent address information, bank information
for direct deposit and W4/W5 information.
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Demonstration

Fast Entry - Hire

Human Resources > Personnel Management >
Administration > HR Master Data > Fast Entry Actions (PA42)
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Fast Entry-Hire
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HRPA-Personnel Administration
version 3.0

You may enter the transaction
code (PA42) or follow the menu
path.
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Fast Entry-Hire

(=] — ELT
Fast Entry for Actions
e

2. m

10

Personnel Actions: This is the initial screen to begin
the hiring process.

Do not enter a number in the “Personnel no.” field.
This number will generate automatically from the
system. Verify the date of hire to make sure it is
correct before you save this screen. If an incorrect
hire date has been entered and saved, refer to
Troubleshooting Note #2.
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Fast Entry-Hire
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Fast Entry-Hire

Enter Position
number

wense
|

6. Enter Social
Security number

HRPA-Personnel Administration
version 3.0
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Fast Entry-Hire
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Fast Entry-Hire

version 3.0

MNew Hire Fast Entry Screen

55
8. Select Administrators
F o111 /2005
i3 S Maritm e T |

s Wi Jorce Aviatson @ |
9. Select work
contract
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Enter bank key
and account # for
direct deposit
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New Hire Fast Ehtry Screen
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101 Rnonda Watkins &
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Fast Entry-Hire

=, Flestictons
New Hire
)
002001179 BADLE DANK AND TRUST CO. UTTLE ROCK
002001247 METROPOLITAN NATL Bs UTTLE ROCK.
OBI001B8T BANK OF LITTLE ROCK LITTLE ROCK
00I001700 ARKANGAS RANKERS BANK UTTLE ROCK
| 002001001 BANCORPSOUTH BANK UTTLE ROCK.
082007701 PULASKI BK & TR CO UTTLE ROCK.
08007830 ONE NATIONAL BANSC UTTLE ROGK.
OOIDONSND THI CAPITAL MANK UTTLE ROCK.
UTTLE ROCK
FIRST BANK OF UTTLE ROCK
111925002 RANK OF THE OZARKS UTTLE ROCK
202075057 TELCOL FECERAL CREDIT URION UTTLE ROCK.
U UTTLE ROCK.
IRIOTE1 41 ARKLAFEDERAL CU UTTLE ROCK.
A0I0TE1 84 ARHANGAS GTATE HOSPITAL IMP F: UTTLE ROCK
282078170 BAPTIST HEALTH FEDERAL CREDIT UNION  LITTLE ROCK.
282075219 DILLARD'S FEDERAL CREDIT UNION UTTLE ROCK
2NI0TEIIS ARMANEAS TWP FID U UTTLE ROCK
ELES UTTLE ROCK.

282075303 UNITED ARKANSAS FEDERAL CREDIT UNION LITTLE ROCK
28I0TEITA UTTLE ROCK TEACHERS CREDIT URION UTTLE ROCK
20IOTEIN0 TRUSIFICE COMMUNITY FEDERAL CU UTTLE ROCK

UTTLE Fou UTTLE ROCK.
2BI0T54T1 MEMBER SERVICE FCU UTTLE ROGK.
202075407 TELCON FEDERAL CREDIT URICH UTTLE ROCK
202075523 TELCOE CU UTTLE ROCK.
2BIOTEEIB UMITED ARKANSAS FEDERAL CREDIT UMION LITTLE ROCK
2NI0TEEED VA HOSPITAL FEDERAL CREDIT URION UTTLE ROCK

FINANCIAL L UTTLE ROCK.

HRPA-Personnel Administration
version 3.0
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Fast Entry-Hire
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Fast Entry-Hire

12. Execute or
Save

_ﬂ’! 11/200%

HRPA-Personnel Administration
version 3.0
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Fast Entry-Hire o

Create Basic Pay This is the first screen to show the

Personnel number.

|

13. Enter reason code

Capacity usl, level 18688
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Fast Entry-Hire
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Fast Entry-Hire

00711 /2005 12431 {990

2%.142.00  USD
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17. Click or
save

©0/11 /2605 12731 /9099

16. Enter filing status for AR
Note: If necessary,
complete other fields.
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Fast Entry-Hire

851005 Em 6

18. Enter Filing status for
FED Note: If necessary
complete other fields.

I RS mandates
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Fast Entry-Hire

Fast Entry for Actions
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